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1. Purpose of Document

This document serves as a practical guide for Agency users on how to use the All-of-
Government (AoG) Self-Assessment Tool (Self-Assess) to complete individual and agency
procurement capability self-assessments and to report and share results with the

New Zealand Government Procurement and Property (NZGPP) in a secure manner.

2. Background

Self-Assess is a cloud-based solution delivered via a web browser. We recommend using the
latest versions of Google Chrome, Mozilla Firefox, Apple Safari and Microsoft Edge.

3. Procurement Capability Index

The Procurement Capability Index Framework (PCl) comprises of 27 elements spread across
8 categories, under 4 sections:

e Strategic leadership

e System leadership

e Delivery management
e Talent management

STRATEGIC SYSTEM
LEADERSHIP LEADERSHIP
Navigating for Stewardship — of
the future people, functions,
organisations &

systems

TALENT DELIVERY
MANAGEMENT MANAGEMENT
Identifying & Making it happen
developing our with & through
talent others

1Q, 3
R | SK New Zealand Government



4. Access

You can access Self-Assess via the following login URL and entering your username and
password. https://selfassess.govt.nz/home.aspx

« Self-Assess New Zealand Government
Welcome to the New Zealand Government LOGIN HERE
Online Self-Assessment Portal -

mai
The Self-Azsessment portal enables agencies to complete their annual self-assessments and
other reporting reguirements online in an efficient and effective manner. The benefits of the Password

online portal for agencies include

* Easy access to all of your assessments on one secure location

= ‘Where applicable assessments are pre-populated with last year's data reducing time
and effort to complete and improving consistency

* |Improved version control through automated workflow and approval processes Forgotten your password?

* Access to benchmark and trend reporting providing additional insights into business

performance.

Ay,

[ &
i W

'fﬁ"iiﬂl |

Al i - ¥ ) - i
Need help? Contact us ©2017 NZ Government. All Rights Reserved. E pawered by
sentien

On your first time logging into Self-Assess, you will be required to change
your password. Passwords must be at least 10 characters long and
contain at least one digit, one uppercase and one lowercase character.

If you have not been provided with a username and password or experience any issues with
gaining access to the AoG Self-Assessment Tool, click on contact us or send an email to
Self-Assess.Team@dia.govt.nz.

Password Use

It is your responsibility to maintain the confidentiality of your password:

e Do not write your password down.
e Use the self-service function in the top right hand corner of the Home page to change
your password at any time if you feel that it has been compromised in any way.
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Unattended Equipment

You must ensure that unattended equipment is left suitably protected:
e Lock workstations or other similar devices when left unattended.
e Activate a screen saver that is password protected.

Logging Out

Once you have finished using the AoG Self-Assessment Tool you should log out. As a security
precaution your access will automatically time out after 30 minutes of inactivity.

5. Roles

There are multiple roles involved in the completion of PCl assessments.

Role Responsibilities

Procurement Lead One or more procurement leads within an agency who have the
responsibility for completing the Agency PCI Self-Assessment and
submitting it to the approver when complete. The Procurement Lead is
also able to produce reports on their agency’s assessment(s).

Approver One approver is assigned to each Agency PCl Self-Assessment and is
responsible for submitting it to the NZGPP when ready.

Procurement Specialists | Included functionality enables agencies to arrange for individuals within
their organisation to complete Individual PCl Self-Assessments to inform
their Agency PCI Self-Assessment. These users will only have access to
completing assigned individual assessments.

NZGPP NZGPP users are responsible for finalising or assigning moderation for
Agency Self-Assessments that have been submitted to NZGPP. They can
only view the Agency PCI Self-Assessment once it has been submitted by
the agency approver.

Moderator Moderators are only able to access Agency PCl Self-Assessments that
have been assigned to them for moderation. They are responsible for

reviewing and finalising moderated assessments.

1Q, 5
R | SK New Zealand Government



6. Home Page

Once you have logged in you will be directed to the Home page which contains an
introduction to PCl and allows you to navigate to the assessment to edit or view the results

for your agency.

UAT

Government
Property Group

NEW ZEALAND

GOVERNMENT PROCUREMENT Procurement

Procurement Capability Index Framework

Agency PCI Self-Assessment 2013 ¥

Response 1008089205 v

New Zealand Government 2 PLIRes w

Getting started:
Procurement guide
Quick-start guide (PDF)
User guide in full {(PDE}

Learn more:
Introduction +
Process +

How will the information be used? +

Final

/ Moderator summary
B .

& Rl

Assessment results by
category

[XLS

Excel Export

Returns and Queries +

Benchmark
Reporting

Assessment results by
elemeant

F?Jﬁ

Status Tracker

1. User options — You can select change password or logout from this drop down.

2. Getting started — Links to additional guidance to help you complete your
assessments.

3. Assessment selector — The action box for the agency assessment(s) one Agency PCI
Self-Assessment to be completed per year.

4. Action buttons - The actions available will be dependent on your user permissions
and the status of the assessment.

5. Status — Displays the status of the selected assessment and determines whether
you are able to edit assessment or just view the results.

6. Reporting tools - Reporting functionality available for you to produce customised
reports, including trend reports across multiple years, based on your agency’s data
only.

Tip! If you want to return to the Home page at any time, simply click on the
| Self-Assess / Home icon at the top of the page.
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7. Getting started links

You can use the links on the home page for information on the Procurement Capability
Framework.

e Use the Procurement guide link to view www.procurement.govt.nz

e Use the Quick-start guide - Agency to complete your Agency assessment

e Use the Quick-start guide - Approval to approve your Agency assessment

e Use the Quick-start guide - Individual to complete your Individual assessment

e The User guide in full is a document for the Procurement Leads and includes the
details for completing the Agency assessment as well as using the reporting options.
It also explains the Approvers process in full and what happens if your assessment is
to be moderated.
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8. Completing the Assessment

Initially the assessment will have a status of ‘Ready to start” with only the Edit button
available. Click this to commence completing the assessment.

Agency PCl Self-Assessment 2018 v

Ready to start

Navigation

The assessment comprises of 27 elements (questions) and each element has its own
assessment page (the 28" page is for feedback on the process). n\

A

Procurement Capability Index UNCLASSIFIED

Agency PCl Self-Assessment 2018 o\ a\

1. Strategy and outcomes - Our agency has strategies to use markets, sectors, suppliers and providers to achieve our outcomes

1.1 Our agency has a strategic plan that identifies our outcomes and how we will work with the markets, sectors, suppliers and providers
to achieve them

Agencies have a documented plan for how they will use procurement to deliver their outcomes

W have a strategic plan which identifies the We have a strategic plan which identifies the We have a strategic plan which identifies the We have a strategic plan which identified the

outcomes we are seeking to achieve outcomes our agency is seeking to achieve and outcomes our agency is seeking to achieve, and outcomes our agency is seeking to achieve, identifies
demonstrates 3 clear understanding of third party identifies markets and sectors aur agency works in the markets and sectors we work in and the suppliers
spend and the suppliers and providers who are critical to and providers who are critical to achieving our
achieving our agency’s outcomes outcomes and has strategies and objectives for
managing thase markets, sectors, suppliers and
providers
Evidence +

Use slider to indicate Current, 12 month target and Aspirational target capability levels for your agency.

Current

12 month target

1. You can view your results at any stage by selecting the ‘View results’ button.
2. To move to another Category, select the category from the drop-down.

3. You can use the navigation buttons at the top and bottom of each page to move
forward and back through the assessment.

4. The first page of the assessment allows you to allocate a security classification to
your Agency Self-Assessment. Simply click the drop down and select the
classification you desire - this will appear on all pages and reports.

_" I Navigation away from the page will automatically save any changes and
l TIP- an auto-save action is undertaken every 15 seconds.
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Capability Sliders

There are three capability sliders which are used to rate Current, 12 month target and
Aspirational target capability levels along a horizontal scale ranging from 0 to 4, with an
interval of 0.25 to represent the points within each level.

Limited 0.25to 1
Moderate 1.25t02
Well-placed 2.25to0 3
Strong 3.25t04
You can rate each capability by dragging the button or by clicking on the slider at where you

want to rate. If your agency meets all the evidence within the capability level, drag the slider
to the right of that level to score the whole number.

2. commercial and social outcomes - Our agency is positioned to use markets and sectors, and the morkets and sectors are positioned, to meet our current and future needs

2.1 Our agency completes and publishes annual procurement plans which detail our procurement activities for the year

Agencies make information about their annual procurement activities publically available so morkets and sectors know and can prepare

T

Our agency has 2 plan which captures key Our agency completes annusl procurement plans Our agency completes annual procurement plans Our agency completes annual procurement plans
procurement activity for the current financial year which detail our proposed procurement activities in which are developed in consultation with the which zre developed in consultation with the

sccordance with the Government Rules of Sourding business units snd managers across our sgency and business units and managers across our agency and

detail our proposed procurement activities and the detail our proposed procurement activities and the

plan substantively aligns with our agency’s actual plan rezsonable accurztely 2ligns with our agency's

procurement activities actuzl procurement activities (more than 50%)

Evidence O

Use slider to indicate Current, 12 month target and Aspirational target capability levels for your agency.

Current
1.75
12 month target
Aspirational target
Evidence
B & B Fomst ~-| B J U A- A- L |5 = i | e 4

#
l T|P! Use the + icon to display the evidence for each capability level
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Updating Commentary Fields

You are encouraged to provide ‘Evidence’ and ‘Improvement opportunities’ for each
element to support your capability ratings. You can use the formatting toolbar that runs
along the top of each commentary field to format your updates as preferred. Instructions
for adding links to provide supporting documentation of your evidence is detailed below.

Evidence

Improvement initiatives

B m @ Fomst -~ | B I U A- B-|F |2 :Z —. b

The ‘Internal comments’ commentary field can be used to provide additional information for
your approver and is visible to your agency users but is not shared with NZGPP or
moderators.

Internal Comments (this information will not be shared with NZGPP)

B M @ Fomat ~-|[B I U A- B-|FL | := EC

Moderator Commentary

‘Moderator commentary’ is read only to agency users and will only be completed by
moderators if your finalised assessment is due to be moderated.

Supporting documents

You can use the Link icon in the toolbar to add links to documents within your DMS as
evidence for your rating. Use the Link icon to add links.

Evidence

B & @ Format - B I UA-R- T !

[y

I
.
I
[IK]
LY
Y
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Link x

Display Text
Link Type
URL v

Frotocol URL
ntps v | |

m Cancel

This can be done in two ways:

e Highlight a word(s) in the text and click Link, adding the url (will turn the word into a
hyperlink)

e Clicking Link without highlighting text will include the URL in full.

Evidence

B @ @ - Normal -/ B I U A}

-
i
a
i
0
my
KA
b34

|-

The Annual Business Plan aligns with our agency's strategic plan https://MinistryDIM

]
=
T
7
o
T
&
o
o

Feedback section

At the end of the assessment is a page for feedback on the PCI Self-Assessment to help
improve the process.

9. PCI Feedback Survey -

9. Feedback

Are the tools, advice and support provided from the NZGPP helpful and fit-for-purpose? How could they be improved to better meet your agency needs?

@ E @ Femat - | B I U A- B- L |E := 3| -

Would you like a representative from NZGPP to contact you to discuss your PCl assessment and/or additional support that may be available?

B @& Fomat -|B I U A-B- T | = := #*| =

Is your procurement function able to support other agencies to build their procurement capability?

@ E @ Fomat - B I U A- B- L |E = | =
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9. Viewing Results

You can view the results of the assessment at any time. Simply click on the View results
button from the Home page.

Agency PCI Self-Assessment 2018 ~
Partially

Alternatively, you can click on the View results button at the top of any of the assessment
pages.

Procurement Capability Index UMCLASSIFIED
Agency PCI Self-Assessment 2018
Save 3. Govemance v @ g of28 @

3. Governance - Qur agency delivers its procurement activities through robust governance and organisational structures and systems
3.1 Our agency has robust governance structures to direct, control, provide oversight and make critical decisions for our procurement
activities

Governance ensures that on ogency has visibility of its procurement octivities ond assuronce that they are achieving their purpose

I

\ie have governance structurss for the management We have governance structures with clesr roles, \ie have governance structures with clear roles, e have governance structures with clesr roles,
of our procurement function, to suppert effective sccountabilities and responsibilities for the accountzbilities and responsibilities for the sccountzbilities and responsibilities for the
o Eormimerer] £ s = s o £ S

The default results report is the summary results repot and a link is provided to the detailed
report.
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Summary Results Report

The Summary Results report includes a table detailing Category headings and Element
statements along with numeric scores for Current, 12 month target and Aspirational target.

Procurement Capability Index IN CONFIDENCE

PCl Test Agency B mr [bs @
Agency PCI Self-Assessment 2018 PCI - Capabiliy gescr

View detailed report

Aspirational
target

Current  month
target

1. Strategy and outcomes

1.1 Our ogency has a strategic plon that identifies our outcomes and how we will work with the markets, sectors, suppliers and prowiders to 1.00 100 1325
achieve them

1.2 Our agency completes an annual business plan(s) which identifies how we use markets, sectors, suppliers and providers to achieve the 2.00 2.50 3.00
autcomes from our strotegic plan

Commercial and social outcomes 260 3.00

Our ogency completes and publishes annual procurement plans which detail our procurement activities for the year 1.50 3.00 3.25
2.2 Our ogency works to deliver government policy and legiziative initigtives through its procurement octivities 235 3.00 3.25
2.3 Our agency hos identified those suppliers and providers that are critical to delivering strategic outcomes 125 275 3.00
2.4 Our ogency has g plan te support procurement capakility ond continuous improvement 125 150 2.50
2.5 Our agency works with and develops markets, sectors, suppliers and providers so they ore ready to deliver our business needs now and in the 275 275 3.00

future

Our agency hos robust governonce structures to direct, contral, provide oversight and make critical decisions for our procurement activities 125 225 3.00
3.2 Our agency hos robust controls to ensure we meet our finonciol cbligations 250 3.25 3.25
3.3 Our agency complies with our procurement policies to ensure we are using best practice procurement 175 250 3.00
3.4 Our ogency uses tools, templotes and processes to simplify and streamiine our procurement octivities 175 2235 275
3.5 Our ogency vtilises ICT systems to support the planning, sourcing ond management of our procurement activities 1.50 2.00 3.00

Our agency hos visibility of its procurement activities ond how they are performing 235 3.00 375
4.1 Our agency understands and uses effective risk mancgement proctices to support all procurement activities 1.50 2.00 2.75
4.2 Our agency seeks innovation and monages for benefits to deliver better public services through our procuremeant octivities 175 250 3.50

Planning and sourcing

Our cgency uses market ond sector information to develep @ plan and sourcing approach for its procurement activities

5.2 Our agency identifies, engoges and manages our stokeholders to ensure we meet and ore prepored to meet expectations 0.75 135 175

5.3 Our ogency hos plans end documents and communicotes our needs and how we will source the right supplier or provider so suppliers and 250 275 3.00
providers clearly understand

5.4 Our ogency's sourcing octivities efficiently and effectively identify the right supplier, provider ond salution 150 250 3.25
Our @gency manages its controcts, and the deliverables under those contracts, to deliver for our end users 235 225 250

6.2 Our people are actively engoged with our suppiiers and providers 2325 3.00 3.00
6.3 Qur agency makes it easy and desirable for sugpliers and providers to work with us 2.50 3.00 3.50

e The element scores are aggregated at the category level.

e C(lick on the View detailed report link to view the commentary.

d The Current capability rating description you selected is available in the

‘ TlP! Detailed report but is also provided in this summary report if you Export to
Excel (see page 15)
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Detailed Results Report

The Detailed results report includes any commentary captured against each element with
the last page detailing the feedback you entered.

Procurement Capability Index IN CONFIDENCE

PCl Test Agency = m’ [Bs @
Agency PCI Self-Assessment 2018 PCI - Capability descriptions

-l Jump to end

View summary report

12
Current  month
target

Aspirational

target

Strategic Leadership Novigoting for the future 171 236 275

1. Strategy and outcomes 1.50 175 213

Our y ha: ectors, suppliers and pro rs to achieve our outc

1.1 Qur ogency hos o strategic plan that identifies our outcomes and how we will work with the markets, sectors, suppliers and providers to 1.00 100 1.25
achieve them
Agencies have o documented plan for how they will use pracurement to deliver their ouvtcomes
Current rating
We have a strategic plan which identifizs the outcomes we are sesking to achieve
Evidence
Pellentesque libero lectus, tristigque ac, consectetuer sit amet, impardiat ut, justo. 32d aliqguam odio vitas tortor. Proin hendrerit tempus
arcu. In hac habitasse platea dictumst. Suspendisse potenti. Vivamus vitae massz adipiscing est lacinia sodales.
htt,
MEIE

wwew diz govi.nz

Improvement initiatives

Sed aliquam odio vitae tortor. Proin hendrerit tempus arcu. In hac habitasse platea dictumst. Suspendisse potenti. Vivamus vitae massa
adipiscing est lacinia sodales. Donec metus massa, mollis vel, tempus placerat, vestibulum condimentum, ligula. Nunc lacus metus, posuere
eget, lacinia eu, varius quis, libero. Aliguam nonummy adipiscing augue.

Internal Comments (this information will not be shared with NZGPP)

Donec metus massa, mollis vel, tempus placerat, vestibulum condimentum, ligula. Nunc lacus metus, posuers eget, laciniz eu, varius quis,
libero. Aliguam nonummy adipiscing augue.

1.2 Our ogency completes an annual business plan(s| which identifies how we use markets, sectors, suppliers ond providers to achieve the 2.00 250 3.00
outcomes from our strategic plan
Agencies hove a documented onnual plan detailing the significont procurement octivits

ies for the year

Current rating
We have 2n annual business plan(s) that aligns to our strategic plan. It uses critical business datz and analysis to set our objectives for the
Coming year

Evidence

Fusce est. Vivamus a tellus. Pellentesque habitant morbi tristigue sensctus =t netus et malesuada fames ac turpis egestas. Proin pharetra
nonummy pede. Fusce est. Vivamus 2 tellus. Pellentesgus habitant morbi tristiqus senectus et netus =t malesuada fames ac turpis egestas.
Proin pharetra nonummy pede. Fusce est. Vivamus 2 tellus. Pellentesgue habitant morbi tristique senactus et netus et malesuada fames ac
turpis egestas. Proin pharetra nonummy pede. Fusce est. Vivamus a tellus. Pellentezque habitant morbi tristique senectus st netus et
mazlesuada fames ac turpis egestas. Proin pharstra nonummy pade.

Improvement initiatives
= Pellentesque libero lectus, tristique ac, consectetuer sit amet, imperdiet ut, justo.
= Sed aliguam odio vitae tortor. Proin hendrerit tempus arcu.
= In hac habitazse platea dictumst. Suspendisse potenti.
= Vivamus vitae massa adipiscing est lacinia sodales.
Internal Comments (this information will not be shared with NZGPP)

Mauris et orci. Aenean nec lorem. In porttitor. Donec laoreet nonummy augue.

‘ The ‘Internal comments’ text will not be visible to the NZGPP’s version of
WOTE|  the detailed results report.

’ You can navigate to the end of the report using J, Jump to end or back to
\ P' the Summary view by clicking on View summary report in the right hand
— corner above the table.
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Reporting Options

Each view has multiple reporting options in the top right hand corner:

Procurement Capability Index n& FIDEI{

PCl Test Agency 2 D’ @
Agency PCl Self-Assessment 2018 a/ abilty gescriptions

1. Email PDF - Clicking on the Email icon allows you to email a PDF of your report
(along with a short customisable covering message) to other users for their review.!

2. Save to PDF — Clicking on the ‘Save to PDF’ icon allows you to save the results to
PDF which can then be emailed to other users for their review.

3. Export to Excel — Clicking on the ‘Excel’ icon will allow you to export the results to
an Excel format which can then be tailored for your own needs.

4. Print — Clicking on the ‘Print’ icon allows you to print the results in a standard web
page format.

5. PCI Capability descriptions - Clicking on the link will download a PDF of the
capability descriptions available on the data entry pages

t ) Make sure you are on the right view (Summary or Detailed) when printing,
| TIP- saving / sending PDF or exporting results to Excel

! Note that this is not a secure email channel (e.g. SEEMail). If you are concerned about the security
classification of the PDF you should download a copy of the PDF and send it via a secure email channel
instead.

1Q 15
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10. Submitting the Assessment

Version Control

You can continue to edit the assessment when it is in ‘Partially complete’ status.

Agency PCl Self-Assessment 2018 +

Partially
@ Edit View results

Once you determine the assessment is ready to be forwarded to your approver, you should
click on the ‘Submit for approval’ button at the end of the Results page. You have the option
of automatically sending a notification to your approver that the assessment is ready for
their review.

Partially complete

_ Sommentiferintemal S anl netMIENEE B NECHE)

18 Jun 2018 14:36 PCl1Res Responder Partially complete

Status comment:

Send email notification to approver?

Submit for approval ’

sliders and feedback commentary) and will present you with an error message

' The Submit for approval action validates the mandatory fields (all capability
if any are missing.

Once the assessment has been submitted and you will be presented with a confirmation
message and the status will change to ‘Submitted to approver’

Submitted to approver

_ CommentSHIRIEME!EHEN Sl RSV By RESHE

18 Jun 2018 11:51 Janet MacEwen Partially complete

18 Jun 2018 16:35 PCI2Res Responder Submitted to approver

Congratulations!

You have successfully submitted your report for approval.

You will no longer be able to edit the assessment but can view it from the home page.

1Q 16
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Agencies with a user who completes and approves the assessment

Some agencies may have a single user completing and submitting the assessment to NZGPP.
If that is the case you will not see the Edit and Submit for approval buttons. Instead you will
be presented with Edit and Approve.

Partially complete

___ (e O Sl e ()

12 Jul 2018 08:43 Janet MacEwen Partially complete

Status comment:

[0 1am satisfied that the assessment is a true reflection of my agency’s current procurement capability.

PCI2Res Responder

11. Approving the Assessment

If you selected the ‘Send email notification to approver?’ checkbox the system will send an
automated email to your approver with a link to the detailed results report.

Alternatively, the designated approver will have access to ‘Review’ the assessment from
their home page.

@) Agency PCl Self-Assessment 2018 v
Submitted to -
approver

Clicking the ‘Review’ button will take the approver to the Summary results page, from there
they can review the summary table and select the View detailed report link to read your
commentary. At the end of the results report is the audit table with the actions they can
take.

Reject

Submitted to approver

_ Somment{SHmEmEEvEw SR et HEwEs BERECHE

18 Jun 2018 16:44 Janet MacEwen Partially complete

18 Jun 2018 16:45 PCI1Res Responder Submitted to approver

Status comment:

Please make the changes we discuss

| am satisfied that the assessment is a true reflection of my agency’s current procurement capability.
PCI1Rev Reviewer

Approve Reject
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If the approver requires changes to the assessment, they will enter a comment in the ‘Status
comment’ field and click ‘Reject’. This will change the status of the assessment from
‘Submitted to approver’ back to ‘Partially complete’ and automatically send an email to you
as the Procurement Lead so that you can update the assessment and resubmit.

Approve

Submitted to approver

_ CommentifetintSmalieview oty HotHISHES By HESEE)

18 Jun 2018 16:44 Janet MacEwen Partially complete

18 Jun 2018 16:45 PCI1Res Responder Submitted to approver

18 Jun 2018 16:56 BCI1Rev Reviewsr Partially complete Please make the changes we discussed
18 Jun 2018 16:57 PCI1Res Responder Submitted to approver Changes made

Status comment:

| am satisfied that the assessment is a true reflection of my agency’s current procurement capability.
PCI1Rev Reviewer
e

‘ Approve Reject

If the approver is happy with the assessment, they will check the attestation box and click
‘Approve’. This will complete the assessment changing the status from ‘Submitted to
approver’ to ‘Submitted to NZGPP’ and create a PDF of the version you submitted.

ubmitted to NZGP

_ CommentfSHIRIEMENEHE STl RESMIEHEE B NEEEE)

18 Jun 2018 16:44 Janet MacEwen Partially complete

18 Jun 2018 16:45 PCI1Res Responder Submitted to approver

18 Jun 2018 16:56 PCI1Rev Reviewer Partially complete Please make the changes we discussed
18 Jun 2018 16:57 PCI1Res Responder Submitted to approver Changes made

18 Jun 2018 16:58 PCI1Rev Reviewer Submitted to NZGPP @ DF created.

| am satisfied that the assessment is a true reflection of my agency’s current procurement capability.

PCI1Rev Reviewer
18 Jun 2018 16:58

Congratulations!

v/

You have successfully approved your report and submitted it to the NZGPP.

You can view this version at any stage by clicking on the PDF icon. You will no longer be able
to edit the assessment but can view it from the home page.

The system will automatically send an email to you as the Procurement Lead so that you
know the approver has approved it and another to NZGPP advising that your assessment has
been submitted to them.
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12. Moderation

Some agencies, (i.e. Investment intensive agencies) are required to have their PCl self-
assessment results externally validated by a moderator from time to time. NZGPP will be in
contact with your agency regarding the selection of a moderator and the validation process
if your results are due to be validated. Note that the moderator will have read only access to
the ratings and commentary you provided (excluding the Internal comments) but will not be
able to access any of the evidence links that are pointed to internal systems (e.g. your
agency’s document management system).

If your agency is not due to have your self-assessment results validated, but would like to
have someone review your results, you can indicate this in the feedback section of the PCI
self-assessment before submitting to NZGPP or contact NZGPP directly.

More input required

If the moderator needs updates to the assessment they will indicate this in the moderator
commentary fields and forward it back to you for updates. You will receive an email and the
status of the assessment will be returned to ‘Partially complete’ so that you can again edit
and submit for approval.

Simplified process flow

Reject

Lead submits for
approval
Submitted to approver;

Lead completes
assessment
(Partially complete)

Approver action

Edit Approver edits and
( approves )

Approve

NZGPP receives
assessment (Submitted |<€
to NZGPP)

NZGPP finalises

Moderation (Final)

Moderator reviews

Moderator finalises
(Final)

Updates? No >

i

You can access a summary of the moderator commentary by clicking on the Moderator
summary button available in the assessment selector on the home page and at the end of
the results report. (Use the return link to come back.)

@ Agency PCI Self-Assessment 2018 ¥ Send email notification to approver?

;an:r::!t‘; E view results | Moderator summarv % Submit for approval | Moderator summary
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Moderation complete

If the moderator is satisfied with the content of the assessment they will finalise it and an
automatic email will be sent to you advising that the assessment has been finalised.

13. Audit panel and Iterations

At certain times during the PCl process an entry will appear in the audit panel. These records
are created:

a) Each time you submit the assessment to the approver

b) Each time the approver returns the assessment to you for more input
c) Each time the approver submits the assessment to NZGPP

d) If the assessment is assigned to a moderator

e) Each time the moderator returns the assessment to you for more input

f)  When the assessment is finalised (either by the moderator or by NZGPP if
moderation is not required)

Final
27 Jun 2018 10:11 Janet MacEwen Partially complete

27 Jun 2018 10:12 PCI1Res Responder
27 Jun 2018 10:13 FCI1Rev Reviewer
27 Jun 2018 10:14 PCI1Res Respol
27 Jun 2018 10:14 PCI1Rev Reviey
27 Jun 2018 10:15 NZGPP-CC PCl

Submitted to approver Ready for your approval /n
Fartially complete Please update as discussed

Submitted to approver Ratings changed and additional improvement initiatives added as discussed
Submitted to NZGPP JF created. <

Submitted to NZGPP assigned to moderator PCIMod Moderator.
27 Jun 2018 10:25 PCIMod Maderatar Partizlly complets Please provide more evidence as dewgled \a
27 Jun 20158 10:55 PCI1Res Responder Submitted to approver Additional evidence provided

27 Jun 2018 10:56 FCI1Rev Reviewsr Submitted to NZGPP v 2.00 PNF created. Resubmitting for approval following moderation
27 Jun 2018 11:00 PCIMod Moderator Final V\n v 3.00 PYF created. Updated version now satisfactory

In some cases a PDF version of the results report is automatically created so that you have a
history of the changes made (e.g. v1.00). You can click on the version link to view a PDF of
the detailed results report at the time of submission or finalisation.

Any comments included in the entries between yourself and the approver (a, b) will not be
viewed by NZGPP or the moderator. They will only see the entries related to (c, d, e and f).
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14. Reporting

As a Procurement Lead you have access to some additional reporting to help you track the
status of responses across your agency and produce system reports, including benchmark
reports.

Reporting tools:

Assessment results by Assessment results by Benchmark

element category Reporting
: : [)(LS
Status Tracker Excel Export

Assessment results by Element

The report will default with a spider diagram of the 27 elements along with a table of the
results. You may use the filters to customise the report, simply select your filters and click
the Run report button.

Survey |Agencz.I PCl Self-Assessment 2018

Section / Category |--all -

lement -all -

Clear filters = Refresh filters ‘ Run report '

V4 * N,

o / \ 2
o | \ ..
| |

2.2)

=#= 12 month target
Aspirational target

(5.1}

3.5

s s s ™

4.2 3.8)

[CA Y]

e The hamburger icon allows you to download the diagram as a JPEG or PNG file that
can be used in

If you are using multiple Individual Self-Assessments to inform your Agency Self-Assessment,
this report can give you an aggregation of the individual assessment results.
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The table of the results in this report is similar to the individual results report but in addition
the aggregated report also provides additional aggregated totals at the section level.

12
Current  month
taroat

Aspirational

target

Strategic Leadership 1386 261 3n

Strategy and outcomes 194 268 3.35

Our agency has o strategic plan that identifies our outcomes and how we will work with the markets, sectors, suppliers and providers to
achieve them

175 250 325

1.2 Our agency completes an annual business plan(s) which identifies how we use markets, sectors, suppliers and providers to achieve the
outcomes from our strategic plan

Commercial and social outcomes 183 258 305

213 288 325

Our agency completes and publishes annual procurement plans which detail our procurement activities for the year 163 250 313
2.2 Our agency works to deliver government policy and legisiative initiatives through its procurement activities 263 313 3.50
2.3 Our agency has identified those suppliers and providers that are critical to delivering strategic outcomes 163 275 375
2.4 Our agency has o plon to support procurement copability and continuous improvement Our agency has a plan to continuously improve eur 163 225 275

procursment copability

25 Our agency works with and develops markets, sectors, suppliers ond providers so they are ready to deliver our business needs now and in the 163 225 263
future
System Leadership 158 236 313
Our agency has robust governance structures to direct, control, provide oversight and make critical decisions for cur procurement activities 163 275 3.00
3.2 CultureOur agency has robust controls to ensure we meet our financial obligations 113 175 2725
3.3 Our agency complies with our procurement policies to ensure we are using best practics procurement 1.38 225 338
3.4 Our agency vses tools, templates and processes to simplify and streomiine our procurement activities 163 213 3.50
3.5 Our agency utilises ICT systems to support the planning, sourcing and management of cur procurement activities 188 250 313
Our agency has visibility of its procurement activities ond how they are performing 263 338
4.1 Our agency understands and uses effective risk monogement practices to support oll procurement octivities 163 3.50
4.2 Our agency seeks innovation ond manages for bensfits to deliver better public services through our procurement activities 163 225 m
Delivery Management 181 n 307
Planning and sourcing 181 238 283
5.1 Our agency uses market and sector information to develop a plan and sourcing epproach for its procurement activities 225 300 363

Assessment results by category

Similar to the Assessment results by element report but is at the category level and provides

a link to view at the section level.

e
View section summary )

Stratogy and

Building capability outcomas

Commarcial and

Paopla stratagy social outcomas

Currant
12 many

h targat
Aspirational targat

Managing for results Govemanca

Planning and

sourcing Risk and barifits

Show response statements

Aspirational
month ':' .
tarzer arge!
Strategic Leadership 168 239 2386
1 Strategy and outcomes 138 186 250

Our agency has strategies to use markets, sectors, suppliers and providers to achieve our outcomes

2. Commercial and social outcomes

Our agency is positioned to use markets and sectors, and the markets and sectors are positioned, to meet our current and future needs 4D Z5Y 2
System Leadership 178 247 313
3. Governance ) e 183 254 313
Our agency delivers its procurement activities through rabust governance and organisational structures and systems
4. Risk and benifits 163 PP 313
QOur agency systematically identifies and manages our procurement activities for innovation, value and risk N
Delivery Management 193 254 289
5. Planning and sourcing 163 238 281

Our agency ensures we deliver our procurement activities because we plan and identify the right supplier or provider who will deliver results
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Uncheck the Show response statements checkbox to view just the category titles.

——
< Show responze statements (] )

Category Current rm1:m Asl::‘::::"al
target

Strategic Leadership 168 239 2.86

1. Strategy and outcomes 138 188 250

2. Commercial and social outcomes 180 2.60 3.00
System Leadership 178 247 313

3. Governance 183 254 313

4 Risk and henifit 163 295 1

Benchmark Reporting

The Benchmark reporting option gives you the ability to produce tailored benchmark reports
which can be emailed, saved to PDF, printed or exported to Excel. This report can be used
when more than one year’s worth of data is available to benchmark

1. The first step is to select the Survey you wish to generate the benchmark report for.
In this example, we have used Agency PCI Self-Assessment 2018 from the drop
down list.

2. The next step is to choose the answer group on which your benchmark report will
be based. In this example, we have chosen Current. (You can also choose a
comparative answer group e.g. to show the gap between Current, 12 month target
and Aspirational target ratings.)

3. Should you wish, you could Group by and/or filter on the Section, Category or
Element. For this example, we have chosen to group by Category and show all.

4. The next step is to click on the ‘Add series’ button.

5. You are able to choose a Classification for your report.

PCl Test Agency
Benchmark Report /n
Survey Agency PCl Self-Assessment 2018 v
Filier - Survey items Filter - Responzes
Answer group Current A Global People |—— all - |+|
Comparative ¥ Groups
answer group Individual |-- all -- |+ |

a\‘ Section [ Category |-- all -
Element

|
|__ all - | Clear filters = Refresh filters | k=

Group by Category

4 |4 | [+

Classification UMNCLASSIFIED \ a

This results in a series being displayed in the spider and table as below:
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Bullding capablity Strategy and autcomsas

mmarcial and so

Paopin strategy

Cumrent 2018

Managing for rasults Covarnanca

Flanning and scurcing Risi and Danifits

Update titles and labels

Current
2018
Strategic Leadership : Nowvigoting for the future
1. Strategy and outcomes - Our cgency hos strotegies to use markets, sectors, ruppliers and providers to ochisve our outcomes 188
2. Commercial and social outcomes - Jur agency is pasifianad to use markets and sectors, and the markets ond sectors are 165
positioned, to meet our current and future needs :
System Leadership : Stewordship of peaple, functions ond systems in our agency
3. Gowernance - Jur agency delivers its precurement octivities through robust gavernance and argonisationol structures ang 200
Iystems :
4. Risk and benifits - Jur ogency systematicolly identifies and manoges our procurement activities for innovation, value and risk 163
Delivery Management : Making it hoppen with ond through others
L. Planning and sourcing - Qur ogency ensures we deliver our procurement gobivities becowse we plan and identifi the right 181

sunnlige or idar subhn i daliver regilts

We can repeat the above steps to include another year’s results, selecting the Add series
button each time.

Building capability Strategy and cutcomes a/
3
Feople strate, Commercial and social
sople strategy outcomes

Current 2018

== Current 2015
Managing for results GCovernance
Planning and sourcing Rizk and benifits

Update titles and labels + Chart options +

You can update the title and series labels (2) and type of chart displayed (3) or download the
spider as a JPEG or PNG (1).
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You can add a chart title or change the series title and line style and then click on the

‘Update’ button.

Update titles and labels
Report title: Benchmark Report

Report description:

< Chart title: > Current Procurement Capabillity

2018, 2018
Solid LongDash

elid =

eries labels:

5e
Series line style:
el

LongDash, DashDot, LongDashDot, LongDashDotDot)

. ShortDot, ShortDashDot, ShortDashDotDot, Dot, Dash,

@rocurement Capabillity

Building capability

Strategy and outcomes

Peopla strategy

2018
-+ 2013

Managing for results

Fiznning and sourcing Risk and benifits

Commercizl and social
outcomes

Governance

You can change the chart type using the chart options (for example a bar chart is a great way
to display the gap between Current and Aspirational target).

Firstly click the Remove all series button to clear the existing spider and select Aspirational

target as the Comparative answer group.

Survey Agency PCI Self-Assessment 2018 v
Filter - Survey items Filter - Responses
Answer group Current v Global People |——a||—— |+|
Comparative [ Azpirational target ) v Groups
2nswer group Individual [=al- [+]
Section f Category | —all - |+ |
Element |__ all— |+| Clear filters  Refresh filte ' Add senies
Group by Category v
Classification UNCLASSIFIED v
RISK '@ 25
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Then click on the Chart options + to update the chart style as follows:

Strateqy and outcomes

Commercial and social cutcomes

Covernznce

L

Chart options

| Risk and benifits

Current - Aspirational target 2018

Planning and scurcing

Polar chart?

Chart type: Managing forresu

Plot bands (if
available):

Paopla strategy

Building capability

—

As with the results report you can use the four reporting options to Email, save to PDF, print,
or export your results. In addition, the chart has Download options - Clicking on the
hamburger icon allows you to download the chart as a JPEG or PNG

Status tracker

The status tracker report provides details on the status of your assessments and provides
standard list options of a count, the print icon and the ability to export to excel. You can
filter by survey, status or agency specific business groups that have been set up for your
agency.

Individual PCI Self-Assessment 2018 responses

Survey [Individual PCI Seli-Assessment 2018 ]

Status

Business [~all—- [+]
Groups
Q
| g JRegome  fsuws Jsened
Regression PCI Test Agency Individual2 (1006274157) Partially complete 06 Jul 2018 11:13
Regression PCI Test Agency Individual3 (1003652527) Complete 06 Jul 2018 11:13 06 Jul 2018 11:16
Regression PCI Test Agency Individual4 (1007074786} Partially complete 06 Jul 2018 11:13
Regression PCI Test Agency Individuall (1005522345 Complete 11Jul 2018 10:11 11 Jul 2018 10:57
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